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CHAPTER 1. GENERAL PrnvISIONS 

1.  PURPOSE. This order provides the bas ic  r u l e s  and procedures used within 
the  Federal Aviation Mministrat ion (FAA) t o  set s a l a r i e s  and ad jus t  r a t e s  
f o r  FAA employees h o  are paid clnder the  General Schedule (GS). 

2. DISTRIBUI'ION. This order is d i s t r i bu ted  to the  branch l eve l  i n  
Washington, regions,  and centers  w i t h  a standard d i s t r i bu t ion  t o  f i e l d  
off  i ce s  and f a c i l i t i e s .  

3. CANCELLATION. Order FT P 3550.1A, Pay Under the Class i f ica t ion  Act  
System, dated April 15, 1964, is canceled. 

4. EXPLANATION OF ChANGES. Implementation of the C iv i l  Service Feforrn Ac t  
(CSRA) of 1978 and subs tan t ia l  changes to the Off ice of Personnel Phnagement 
(Om) r u l e s  and regula t ions  made i t -necessary  t o  ugdate the FAA py- se t t i ng  
order  f o r  GS employees. 

a. Salary re ten t ion  has been superseded by grade and pay re ten t ion .  'he  
grzde and pay re ten t ion  provisions a r e  outcares of the  Civi l  Service Service 
Bfonn Ac t  (CSHA) of 1978. Basic regula t ions  and procedures on grade and pay 
r e t en t ion  for  FAA are in  Qder 3550.1 1A, Grade and Pay &tent ion Under the 
Civ i l  Service Fefom A c t .  

b. Under the  highest  previous r a t e  r u l e ,  OFM regula t ions  establ ished a 
s t epby- s t ep  computation t o  be used for  determining the "maximun payable" 
r a t e  fo r  an employee. 

5. DEFINITIONS. For the p u r p s e  of a s l y i n g  the rules contained in  t h i s  
o rde r ,  de f in i t i ons  a r e  provided f o r  the following kxxds and phrases, l i s t e d  
in  alphabet ical  order .  

a.  Civ i l  Service &£om Act (CSRA) . Fublic Law 95-454 enacted in  1978 
t o  reform the c i v i l  se rv ice  laws. 

b. Demotion. A change of an enployee h i l e  continuously employed from: 

( 1 )  Cne G S  grade t o  a l o e r  GS grade, with o r  without reduction i n  
Pay 

( 2 )  A higher r a t e  paid under a d i f f e r e n t  pay system t o  a lower r a t e  
within a GS grade. 

c. Existing Rate of Basic Pay. The r a t e  received immediately before the 
e f f ec t ive  da te  of a t r ans fe r ,  p r amt ion ,  r ep ramt ion ,  demotion, o r  
within-grade increase. 
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d. Highest Previous Rate. The highest r a t e  of basic pay previously paid 
to a Ekderal c i v i l i a n  employee occupying a p s i t i o n  in  any branch of the 
Federal Government (executive, l eg i s l a t ive  , or  judic ia l  ) in the municipal 
government of the District of Colunbia, o r  i n  a mixed ownership c o r p r a t i o n ,  
i rrespective of whether or  not the  p s i t i o n  was subject  t o  the GS. Tne 
highest previous r a t e  must be based on a regular tour of duty a t  such ra te :  

( 1 )  b d e r  an appintrnent not limited t o  90 days o r  less. 

( 2 )  For a continwus pried of not less than 90 days under one o r  
mare appintments without a break in  service. 

e. New Appintment. The f i r s t  appintment, regardless of the  tenure of 
ap~ointrnent, a s  a Federal c iv i l i an  off icer  o r  mployee. 

f .  Pramtion. The advancenent of an employee while continuously 
employed, t o  a higher GS grade or fran a l o w r  r a t e  paid under authori ty 
other  than the GS to a higher r a t e  of a GS grade. 

g . Rate of Basic Pay. The pay fixed by law o r  administrative action for  
the p s i t i o n  held by an employee. It is exclusive of additional pay such a,c 
overtime, night o r  holiday premiun pay, cost+£-living allowances, & pst 
d i f f e r e n t i a l s  . 

h. Feassigmnent. A change without promotlorn or  demotion from one 
p s i t i o n  t o  another p s i t i o n  while serving continuously i n  tie same agency. 

i. Reemployment. Any employment, including reinstatenent ,  o r  other type 
of apgnintment a f t e r  a break in  Federal Service of a t  l e a s t  1 f u l l  mrkiay. 

j . Fe,prmt ion.  The advancenent of an employee while continmusly 
enployed t o  a higher GS g r d e  formerly held by the employee o r  t o  a higher 
intermediate grade, or  f r m  a l o w r  r a t e  paid under authori ty other than the 
GS t o  a higher r a t e  of a GS grade, based on the highest previous r a t e  paid t o  
the employee. 

k. Salary. As used in t h i s  order, t h i s  term means the sane a s ,  and is 
used int-weably with " ra te  of basic pay." 

1. Special Minimum Fates. Higher entrance r a t e s  established by the OEM 
for  one o r  more occupations, in  one ar m r e  areas or  locations, t o  overcane 
the Government's handicap in the recruitment and retention of wl l -qua l i f i ed  
enployees. -cia1 minimun r a t e s  are  the f i r s t  s t ep  r a t e s  of any spcial 
schedules ( i.e . , special r a t e  ranges) established under t h i s  authority. 

m. Special Rate Range. w e  of r a t e s  for  a part icular  occupation and 
grade contained i n  s w c i a l  schedues  established under section 5303 of 
t i t l e  5, United States Code (US). 
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n. Trainee ms i t ion .  My p s i t i o n  s p c i f i c a l l y  covered by an OFT4 
approved training agreement providing for promotion u p n  successful 
completion of t raining OR any other p s i t i o n  for  which successful completion 
of a specified prqram of training has been formally established as  a 
requirenent for sa t i s fac tory  service in  the p s i t i o n  or  for advancement t o  
the next higher level .  

o. Transfer. A change of an employee from one branch of the Federal 
Gxernment (executive, legis la t ive ,  or  j u j i c i a l )  t o  another o r  f rom one 
agency t o  another without a break in  senice of a f u l l  mrMay. 

p. Unsatisfactory Service. h y  service i n  a p s i t i o n  which does not 
meet the standards of sat isfactory ~ r f o r m a n c e  established for the p s i t i o n  
and which r e s u l t s  i n  e i the r  or  both of the following: 

(1 )  'Be in i t i a t ion  of an adverse action by proper authority. 

( 2 )  A prformance rat ing of "unsatisfactory" urder o f f i c i a l  
pocedures . 
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CHAFER 2. W S  AND PFGQDURES 

6 .  ADMINISTRATIVE RESPONSIBILITIES. Off ic ia ls  who are delegated the 
authori ty t o  e t f  e c t  p r sonne l  act icns a re  a lso  authorized to make sa lary  
determinations. Each o f f i c i a l  so authorized may approve, in individual 
cases, l ega l ly  permiss ide  exceptions to the general o r  specif ic ,rules of 
t h i s  order, whether in  the in te res t  of equity, o r  because of recruiment  
considerations, o r  for  other reasons considered jus t i f i ab le  in  r e l a t ion  t o  
the needs of the FAA (FPM chapter 530). men exceptions are  authorized, the 
jus t i f i ca t ion  sha l l  be made part of tne record and f i l e d  in  the affected 
employee's o f f i c i a l  p r sonne l  folder.  'Ihe o f f i c i a l s  who authorize exceptions 
are f u l l y  responsible for  ensuring tha t  the exceptions comply with all legal  
ard regulatory requirements tna t  pertain to the personnel action. 

7. BASIC PAY. Basic pay is compensation fixed by law or  administrative 
action to r  the p s i t i o n  held by an employee. It is exclusive of additional 
compensation such a s  overtime, night,  W a y ,  o r  holiday p x m i u n  pay; 
cost-of-living allowances; o r  ps t  d i f fe ren t i a l .  The basic pay for  p s i t i o n s  
under t h i s  order is usually set a t  the f i r s t  s t ep  of the grade t o  which the 
person is i n i t i d l y  ap~ointed .  

8. SPECIAL RATES FOR RECRUITMENT AND RETENTICN. Under section 5303 of 
t i t le  5, USC, the OFT4 1s authorized t o  establish special minimun r a t e s  and 
special  r a t e  ranges where necessary to o v e r m e  s igni f icant  handicaps in +be 
recruitment and retention of w A l q a l i f i e d  personnel, when these hardicaps 
a re  caused by substantial ly nigher sa lary  r a t e s  paid by private enterprise 
fo r  part icular  cateyories of p s i t i o n s .  

a. Sukmitting liequests for  Special Pates t o  the  OPM. 

( 1 )  All requests for  new special  r a t e s  and adjusbnents to exist ing 
scnedules must be sutxnitted in t r i p l i c a t e  to the Fersonnel Prcgrarns Division, 
APT-200, for  review. 'Ihe OPM Wrksheet for  &view of Special Salary Rates 
(Om F b r m  1397) should be used to s u h i t  the data required to j u s t i fy  a new 
special  r a t e  request. Please cote, the OPM Fbrm 1397 also should be used to 
j u s t i f y  an annual adjustment to an exist ing authorization. 

( 2)  Each request must i n c l d e  a ce r t i f i ca t ion  tha t  the special r a t e s  
a r e  necessary to ensure adequate s taf f ing  for the accanplishnent of the 
q e n c y ' s  mission and tha t  furds a re  available t o  cover the increased 
experditures for  sa la r i e s  a d  benefi ts  tha t  muld r e s u l t  frcm approval of the 
request. 

( 3 )  %quests which cover fewer than 200 employees and which increase 
annual salary cos ts  by less than $200,000 nay be ce r t i f i ed  by the 
Administrator. 

( 4 )  A l l  other requests must be ce r t i f i ed  by the S c r e t a r y .  =quests 
w i l l  be forwarded t o  the Office of the Secretary of Transportation ( 0 s )  
personnel o f f i ce  for  evaluation. 
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( 5 )  Approved requests w i l l  be forwarded from OST t o  the cent ra l  
off ice  of the OM. 

b. Implementation of Special Rates. men  special  r a t e  ranges 
applicable t o  FAA employees a r e  established by the OFM, each employee's r a t e  
w i l l  be fixed i n  the  special  r a t e  range a t  the nunerical s t e p  in  the special 
r a t e  range which correspnds  t o  h i s h e r  exist ing nunerical s t ep  under the 
regular r a t e  range. 

c. Pay Retention. A GS employee who is subject  t o  a reduction or 
termination of a s p c l a l  r a t e  of pay is e n t i t l e d  t o  pay retention. The 
employee' s pay w i l l  be set in  accordance with the provisions of 
Ckder 3550.1 1A, Grade and Pay Fetention Under the Civil &mice &form kt. 

9. HIGHLR RATES FOR SUPERVISHS OF WAGE GWlDE (WG) EMPLOYEES. A pay 
adjustrent is allowable for a GS supxvlsor  of WG employees. me ad jushen t  
is conditioned on continued suprv i s ion  of the hG employees and is limited t o  
the nearest  r a t e  a f  the GS supervisor 's  grade which exceeds the  highest r a t e  
of  basic pay paid t o  the s u p m i &  CVG mployees. The adjusted r a t e  inust n0.t 
exceed the naximun r a t e  of t h e  grade currently held by the  GS s u p r v i s o r .  

( 1 ) Higher r a t e s  for  supervisors of WG employees must conform to 
the OPM r q u l a t i o n s .  Officials  concerned must exercise jldgment, 
par t icular ly  in  amlying tne c r i t e r i a  contained in  Federal Personnel Manual 
(FEW) applement 990-1, P a r t  531, SJGpi r t  C,  531.305, t o  individual cases. 

( 2 )  The Persomiel kcgrans  Division, Off ice of Personnel and 
Training, provides technical d v i c e  and guidance in  the interpretat ion of 
regulations and the  resolution of problem cases. 

b. Basic Entitlement. A finding must be made that :  

( 1 )  The supervisor regularly has responsib i l i ty  for  supervision 
over one o r  more WG employees. (?his must include supervision wer the 
technical aspects of the mrk.  ) 

( 2 )  The r a t e  of basic pay for  the supxvisor  is l e s s  than the 
highest r a t e  of basic pay fo r  any WG employee supervised. 

10. SALARY ON REEMeLOYMEWT AETER A BREAK IN S E M C E .  

a. A s  a general ru le ,  a p r s o n  *o is reemployed a f t e r  a break i n  
service is paid a salary based a s  closely a s  p s s i b l e  on the currently 
authorized r a t e  for the grade and step l a s t  held prior  t o  separation. Under 
no circunstances w i l l  an employee be p a d  l e s s  than any special minimum r a t e  
which may have been established for the p s i t i o n  u p n  reemployment. 
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b. When a person is reemployed i n  a p s i t i o n  t o  which a special  r a t e  
r q e  a m l i e s ,  the proper s t e p  r a t e  w i l l  f i r s t  be deterinined under the 
provisions of t h i s  paragraph without regard t o  the s~ecial r a t e  range; the 
sa lary  w i l l  'hen be fixed a t  the r a t e  of the corresponding nunerical s t e p  in  
the  special  r a t e  range. 

1 1. SALARY ON PFC!MXION AND REPKMOTION. When previous service has not been 
held a t  a level  equal t o  o r  higher than the grade to which the employee is 
being pranoted, the sa lary  t o  be ;?aid is speci f ica l ly  prescribed by law and 
regulat ion,  and the agency has no l a t i t d e  in making a sa lary  determination. 
However, when previous Federal Service has been a t  or  above the level  t o  
which the employee is being p r m t e d ,  a higher r a t e  may be based on the 
conditions s ta ted  i n  paragraph 1 lb. The e f fec t  of special r a t e  ranges in 
determining sa lary  on prcmotion a re  discussed i n  paragraph Ilc. 

a. Minimum Sdlary Increase. 

( 1 ) Salary on pranotion is the lowest s t e p  r a t e  of the grade t o  
which an employee is ~ a u o t e d  which exceeds the employee's current r a t e  of 
basic ccxnpensation by an amount not l e s s  than tw within-grade increases of 
the grade fran which pranoted, except a s  provided in  paragraph l l a ( 2 ) .  If the 
addition of tm within-grade increases r e s u l t s  in a r a t e  between tw s teps  of 
the higher grade, the employee is paid the sa lary  r a t e  of the higher s tep.  

( 2 )  If the  employee is receiving basic compensation a t  a r a t e  in 
excess of the maximun r a t e  for the grade before ,manotion and there is no 
r a t e  in the  higher grade which is a t  l e a s t  tw w i t h i n ~ r a d e  increases above 
the exist ing r a t e ,  the employee sha l l  receive whichever of the tw r a t e s  is 
higher : 

( a )  The inaximm r a t e  of the higher grade. 

( b )  The employee's exist ing ra t e .  

b. M a r y  Increases on Reprmotion. Use an mployee ' s highest previous 
r a t e  earned in  the Federal Service, h i c h  r e s u l t s  in a sa lary  on repranotion 
that  exceeds the minimun salary increase explained in paragraphs I l a (  1 ) and 
l l a ( 2 )  t o  set salary. 

NOTE: In determining an employee's highest previous r a t e  for the 
p u r p s e s  of se t t ing  the sa lary  r a t e  on r e p a m t i o n  o r  reemployment, 
any salary received jus t  prior to the date of removal, reassignment, 
or demotion fran a p s i t i o n  for  unsatisfactory service o r  misconduct 
w i l l  not be considered. 

c. Effect of *cia1 Rate Ranges. 

( 1 )  When an anployee in a p s i t i o n  without a special r a t e  range is 
pranoted t o  a p s i t i o n  with a s p c i a l  r a t e  range, the employee's proper 
salary r a t e  sha l l  be determined a s  follows: 
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( a )  F i r s t ,  the "minimun salary increase" ru le  in paragraph I l a  
is applied without r q a r d  t o  the  special r a t e  r a q e .  

(b)  Second, a f t e r  determining the s t e p  r a t e  of the higher 
g r d e  urder tne GS, the employee's sa lary  r a t e  is flxed a t  the correspnding 
nunerical s t ep  (e.g., third s tep)  i n  the special r a t e  range. 

( 2 )  When an employee in  a p s i t i o n  with a special r a t e  r a q e  is 
pranoted t o  a position witbout a special r a t e  rarqe, set the salary a t  the 
lohest  s t e p  r a t e  of the new GS grade which exceeds the exist ing r a t e  of basic 
can~ensat ion  by tw within-grade increases. The exist ing r a t e  is the r a t e  in  
the special r a t e  raqe which was received imnediately prior  to promotion. If 
there is no r a t e  in  the higher grade of the GS wfiich is a t  l e a s t  tm 
within-gade increases above the employee's exist iny r a t e ,  the naximun r a t e  
of the hiyher grade shal l  be paid. 

( 3 )  When an employee is pranoted ard spcial r a t e  ranges apply b t h  
t o  the p s i t i o n  vacated and the new p s i t i o n ,  the sa lary  sha l l  be within the 
special r a t e  ranges. 

12. USE OF THE HIGHEST PREVIOUS RATE. Men the use of the highest previous 
r a t e  1s optional, such as t o  set sa lary  on reemployment actions a£ter a bre 
i n  service, the option i f  chosen must be documented a t  the time the p r sonn t  
action is processed. Cm a repranotion act ion,  the highest previous r a t e  
should be applied. Any exception to using the highest previous r a t e  on 
repranotion inust be noted on the personnel action. 

NOTE: Use of the highest r a t e  is encouraged whenever practicable. 
I t  sha l l  be applied consistently and equitably. 

a. Maximum Payable Hate. In determinirq the maximcan r a t e  of basic pay 
upon reemployment, reassignment, prcmotion, danotion, o r  change in  type of 
app in tnen t ,  the following rules apply unless the employee is en t i t l ed  to  a 
higher r a t e  wder  the mandatory t w s t e p  interval  for  pranotions o r  grade and 
pay retention provisions. 

( 1 )  Fird the highest r a t e  of basic pay (expressed as  an annual 
r a t e )  previously earned by the employee. 

( 2 )  Using the General Schedule Salary Table in  e f fec t  a t  the t ine  
the employee earned the highest previous r a t e ,  m r k  the pay s i tua t ion  as  
though it is occurring a t  the time the highest previous r a t e  was earned. In 
the grade t o  which the employee 1s currently being assigned, s e t  the pay a t  
the s t ep  which gives the enployee a basic r a t e  of pay equal to  or  greater  
than the highest prevlous rate.  

( 3 )  me maximun payable r a t e  is whatever mount tha t  grade equates 
t o  on the current  General Schedule Salary Table. 
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b. Ver i f ica t ion  of Highest Previous Rate. Men complete o r  accurate 
information on the-pay r a t e s  formerly received a r e  not  ava i lab le  a t  the tine 
of the  personnel ac t ion ,  a statecent-must be put i n  the "Fmarks" p r t i o n  of 
the  Notif icat ion of Personnel Action, Standard Form ( SF-50) , t o  show t h a t  the 
r a t e  of  pay !las been t en t a t ive ly  f ixed pending a determination of the h ighes t  
previous r a t e  of ;Jay received by the employee in  the Federal a v e r m e n t .  
- h e r e  consideration of the employee's highest  previous r a t e  is based on an 
administrat ive decis ion,  ra ther  than prescribed by r u l e s  contained in  t h i s  
order ,  the statement is the only docmented evidence of t h i s  decision. In 
such cases ,  m i t t i n g  such a statement from the SF-SO w i l l  p r e c l d e  adjust ing 
the r a t e  of pay t o  inclcde the highest  p e v i o u s  r a t e  u n t i l  a subsequent 
personnel act ion is taken. Hovever, when use of the highest  previous r a t e  is 
prescribed and the quoted statement is an i t t ed  a s  the  result of a b n a  f i d e  
administrat ive e r r o r ,  then the provisions of paragraph 12d w i l l  apply. 

c. Pdministrative Error. Mere  infomat ion  regarding the  highest  
previous r a t e  is a matter of record a t  the time a personnel act ion is 
ef fec ted  and, contrary t o  FAA r u l e ,  a l o w r  s a l a r y  r a t e  is set due t o  an 
administrat ive e r r o r ,  the r a t e  may be r e t roac t ive ly  corrected t o  the o r ig ina l  
e f f ec t ive  da t e  of the  p r s o ~ e l  act ion.  A s ta tenent  w i l l  be inser ted i n  the 
"%marks" p r t i o n  of the corrected SF-50, o r  a separa te  signed statement w i l l  
be f i l e d  which ind ica tes  that :  

( 1 ) A bona f i d e  administrat ive e r r o r  was made. 

( 2) It was administrat ively intended t h a t  the employee be paid the  
higher s a l a ry  r a t e .  

NOTE: Such cor rec t ive  act ion is not proper i f  the employee's f i l e  
contains  a s ta tenent  indicat ing t h a t  the l o w r  r a t e  was ac tua l ly  
intended a s  a l ega l ly  permissible exception t o  FAA rule. 

d. Application t o  Posi t ions f o r  'Xhich a Special Rate Range is 
Authorized. Nhen an enployee ' s r a t e  of basic  pay is a spec ia l  r a t e  
establ ished urder sec t ion  5303 of t i t l e  5 ,  USC, the employee's highest  
previous r a t e  is the r a t e  to  h i c h  the employee m u l d  have keen e n t i t l e d  had 
the spec ia l  r a t e  not apglied. Howsver, with the  pr ior  a p ~ o v a l  of t he  O W ,  
i t  is permissible t o  use a spec ia l  r a t e  a s  the highest previous r a t e  when: 

( 1 )  The employee is reassigned t o  a ~ o s i t i o n  for  which no spec ia l  
r a t e  o r  a l e s se r  spec ia l  r a t e  has been establ ished.  

( 2 )  'Ihe serv ices  of the  employee a r e  necessary and the employee I s  

contr ibut ion t o  the  Department of Transportation/Federal Aviation 
m i n i s t r a t i o n  F r q r a n  w i l l  te grea t e r  i n  the p i t i o n  t o  which the employee 
is being agsiyned. This determination w i l l  be made within the Office of the 
Secretary of the Cepxtnient of T ransp r t a t ion .  
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3550. 14 

13. SALARY ON REASSIGNMENT. 

a. General Eule. As a general r u l e  an employee w i l l  be reassigned 
without change of s d a r y  vhen the reassignment is betwen positions k i d  under 
the GS. 

b. 'Effect of Special Rate Ranges. When an employee is reassigned to ,  
frm, o r  b e t e e n  w i t i o n s  with s p c i a l  r a t e  ranges, the r a t e  s h a l l  be set a t  
the nunerical s t e p  nearest the one the enployee was in  immediately prior  t o  
reassignment . 

NUE: If  an mployee' s pay is reduced a s  a r e s u l t  of p l a m e n t  of the 
employee in to  a nonspc ia l  r a t e  p s i t i o n ,  the enployee is en t i t l ed  t o  
pay retention.  

14. ON DEMCTTION. Each danotion action should f i r s t  be checked t o  see 
whether o r  not the eqpSoyee is e l i g i b l e  for grade o r  pay retention. If grade 
o r  pay retention should not be considered, the following subparagraphs sha l l  
apply. Irr no case may an enployee's sa lary  be reduced below the l o w s t  s t e p  
r a t e  of the grade o r  below any special  minimum r a t e  which may have been 
established for  the p s i t i o n  t o  which d m t e d .  (Emotions may be subject  t o  
canpliance witn Part  752 of the ORlls regulations far adverse actions.) 

EHSTE: men an employee, not en t i t l ed  t o  grzde or pay retention,  is 
aemted t o  a position to which a spclal  r a t e  range applies ,  the proper 
s t e p  r a t e  sha l l  f i r s t  be determined without regard to the s~pcial  r a t e  
range. The sa lary  r a t e  is the11 fix& a t  the corresponding nunerical s t ep  
i n  the spcial r a t e  rarqe. 

a. Voluntary Denution. The rules contained in t h i s  subparagraph a p l y  
only t o  danotions "at the employee's requsst." " Danotion a t  an employee's 
request" means a reduction in grade wnich is in i t i a t ed  by the employee for  
h i s h e r  benef i t ,  mnvenlence, o r  p r s n a l  dvantage ,  i n c l d i n g  consent t o  a 
demotion in  l i e u  of me f a r  personal cause, AND which is not  caused or 
influenced by a manqenent action. Dewtlons resul t ing  fran employees 
exercising return r i j n t s  me not axsic?ered t o  be " a t  the employees request" 
for  pay-setting p u r p s e s  . 

( 1 ) Gener a1 a l e .  Except as provided in paragraph 1 4a ( 2 ) or  1 4a ( 3 ) , 
the sa lary  s h a l l  be reduced a s  follows: 

(a) d e n  the exist ing r a t e  irranediately prior  t o  d m t i o n  is the 
sane a s  a s t e p  r a t e  in the lower grade, the next lower s t ep  r a t e  of tha t  grade 
s h a l l  be paid. 

(b )  'Pihen the exist ing r a t e  f a l l s  betwen tm s t e p  r a t e s  of the 
lower grade, the l o w r  s tep  s h a l l  be paid. 

(c) When the exist ing r a t e  is a b v e  the maximum r a t e  of the 
lower grade, the maximun r a t e  sha l l  be paid. 
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( 2) *cia1 Situations. Wer cer ta in  circunstances , an employee 
may voluntari ly request a denotion, with the e x p c t a t i o n  tha t  such dmotion 
w i l l  only be t-rary and i n  due course repramtion w i l l  occur (e.g . , where 
the employee wishes to acquire s t a t u s ) .  In such s i tua t ions ,  the o f f i c i a l  
r e s p n s i b l e  for  making the sa lary  determination has discret ionary authori ty 
t o  set the employeeg s sa lary  a t  an aplxopriate s t ep  in the lower grade which 
takes a l l  the f a c t s  of the case into account, i n c l d i n g  the madatory 
two-step increase on pranotion or  r e p m o t i o n  required by law. In t h i s  
s i tua t ion ,  an employee's pay should be set so tha t  on pramtion o r  
reprmotion the s t e p  r a t e  wil l  not be higher than it was a t  the tine of the 
wlun ta ry  denotion, other than for  nonnal w i t h i n q r d e  increases. 

( 3 )  Demotion lSpon Failure t o  Ccxnplete T r a i n i q  o r  Probationary 
Period. This section covers any p s i t i o n  speci f ica l ly  covered by an OPM 
approved training agreement prov id inq for pranotion u p n  successf ul 
canpletion of t raining;  OR any other p s i t i o n  for which successful completion 
of a specified progran of traininq has been formally established a s  a 
requirement for  sa t i s fac tory  service in  the position o r  for  advancement t o  
the next higher level .  Included are: 

A demotion requested by an employee a f t e r  f a i l u r e  t o  meet 
training requirements necessary for  progression t o  the next 
higher grade level  of a t rainee or developnental p s i t i o n  a s  an 
a i r  t r a f f i c  control spcialist. 

A demotion u p n  f a i l u r e  t o  canplete the probationary ~ r i c d  of 
a supervisory o r  manqer ia l  position. 

NOTE: Exceptions to t h i s  paragraph must be in accordance with 
Paragraph 6 ,  Mrninistrative % s p n s i b i l i t i e s .  

( 4 )  mles for  se t t ing  salaries on demotion act ions and establishing 
waiting periods for within7rade increases under t h i s  section are explained 
in the following s i tua t ions .  

( a )  Situation 1 .  The employee returns to the grade held 
irrPnediatelv before the manotion. 

1 Salary Determination. Set the sa lary  where it w u l d  
have been set i f  thg  p r m t i o n  had not occurred, i n c l d i n g  any within-grade 
increase t o  which the enployee muld have been en t i t l ed  a t  the lower grade. 

2 Waiting Pericd &termination. After establishing the 
proper grade and st<p a s  in paragraph 1 4 a ( 3 ) ( a ) l I  es tabl i sh  the waiting 
pricd for dvancement t o  the next s t ep  a t  the &e date  it would have been 
i f  the pranotion had never occurred. Consider any within-grade increases 
when appropriate. 
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MAMPLE: (Si tuat ion 1) 

1/3/82 Franoted - GS-11/1 ($24,508) t o  GS-12/1 ($29,374) 
1/2/83 WIG - GS.12/1 ($29,374) t o  GS-12/2 ($30,353) 
1/30/83 P r m t e d  - GS-12/2 ($30,353) t o  GS-13/1 ($34,930) 
1/29/84 WIG - GS.13/1 ($34,930) t o  GS-13/2 ($36,094) 
2/12/84 mot& - GS-13/2 ($36,094) t o  GS-12/3 ($31,332) 

MPLAIWTICNS : ( Situation 1 ) 

Salary. If  the enployee had never been p r~no ted  t o  the 
GS-13 grade l eve l ,   the^ increase t o  s t e p  2 of the GS-12 grade level  would 
have been e f fec t ive  on 1/2/83 and the  'WIG increase to s t e p  3 of the GS12 
wuld have been effec t ive  1/1/84. Therefore, under the rules of t h i s  section 
when the  employee was domgraded t o  ZS-12 on 2/12/84 the s a l x y  was set a t  
the GS-12/3 with consideration of the within-yrade increases tha t  muld have 
been granted i f  the enployee had never been promoted. 

Waiting Period. I£ the  employee h a  never been pcmoted 
t o  -13, the 'aG increase f r an  s t ep  2 t o  s t ep  3 of the GS12 muld  have been 
ef fec t ive  1/1/84. Therefore, because the dowkgrade was ef fec t ive  a f t e r  
1/1/84, the  required waiting p r i c d  was completed and the gnployee was 
immediately e n t i t l e d  t o  s t e p  3 of the GS-12. The waiting pried for  the WIG 
increase to GS-12/4 begins on 1/1/84. 

1/3/82 &mot& - GS-11/1 ($24,508) to GS-12/1 ($29,374) 
1/2/83 WIG - G5-12/1 ($29,374) t o  GS-12/2 ($30,353) 
1/1/84 WIG - GS-12/2 ($30,353) t a  GS.12/3 ($31,332) 
2/12/84 Rnployee kould have been i n  GS-12/3 ($31,332) 

(b) Situation 2. The employee is demoted t o  a grade between 
the former grade and the  grade t o  which the employee was promoted. 

1 Salary Determination. Set the  sa lary  as it muld  have 
been set i f  tne  iniyidl. p m t i o n  was t o  the intermediate grade instead of t o  
the higher grade. In select ing the sa lary  s t e p  a t  the intermediate grade, 
consider within-grme increase(s)  the mjloyee wuld  have been en t i t l ed  t o  i f  
the i n i t i a l  prcmotiori nad been t o  the intermediate grade instead of the 
higher grade . 

2 Waiting Per icd  Determination. After establishing the 
p o p r  grade and s tgp  in  parqraph 14a(3) ( b ) l ,  es tabl i sh  the waiting period 
for  advancement t o  the next s t e p  a t  the sane-date it muld have been i f  the 
pxna t ion  had been t o  the intermediate grade. Consider within-grade 
increases when a p r o p r i a t e .  

EXAMPLE: (Si tuat ion 2) 

1/10/82 Panoted - GS-9/2 ($20,931) t o  GS-11/1 ($24,508) 
1/9/83 WIG - GS-1 l/1 ($24,508) t o  GS-11/2 ($25,325) 
2/20/83 Cemoted - GS-11/2 ($25,325) t o  GS-10/2 ($23,051) 
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EXPLANATICPJS : ( Situat ion 2) 

Salary. I f  the employee had been pranoted t o  GS-10 rather 
than GS-11,  the  promotion muld  have been t o  GS-10/1 on 1/10/82 and a WIG 
increase t o  GS-10/2 w u l d  have been granted on 1/9/83. Thus, i f  the employee 
had been p r m t e d  t o  GS-10 ra ther  than GS-11, the NIG t o  GS-10/2 muld  have 
been e f f ec t ive  2/20/83, the da t e  of denotion t o  GS-10. Therefore, the s a l a r y  
is set fo r  GS-10/2. 

Waiting Period. I f  the employee had been promoted t o  
GS-10 r a t h e r  than GS-11, the  WIG muld  have been received on 1/9/83, a s  
f 01 lows : 

1/10/82 Pranoted - GS-9/2 ($20,931) t o  GS-10/1 ($22,307) 
1/9/83 WIG - GS-10/1 ($22,307) to GS-10/2 ($23,051) 
2/20/83 Rnployee would have heen i n  GS-10/2 ($23,051 ) 

The employee was demoted frcxn C;S-11 t o  GS-10 on 2/20/83. 
I f  the employee had been promoted t o  GS-10 ra ther  than GS-11, he/sne muld  
have been i n  GS-10/2 on 2/20/83, having received a WIG t o  GS-10/2 on 1/9/83. 
Therefore, the employee's waiting p r i o d  to GS-10/3 w i l l  begin cn 1/9/83, the 
d a t e  of the WIG to GS-10/2. 

(c) Situat ion 3.  The employee is demoted f rom a grade which 
is the  only grade held within the  FAA. Ebr example, the employee's c u r r e n i  
appin tment  is t o  a GS-7 posi t ion trm a r e g i s t e r .  The employee is a p i n t e d  
t o  a G S 7  l eve l  of the  establ ished p r q r a n .  The employee f a i l s  t o  complete 
required t ra in ing  t~ s t a y  a t  the GS-7 l eve l .  The employee is denoted from 
the  G S 7  t o  a GS-5 p s i t i o n .  

1 Salary Determination. St the sa l a ry  where it w u l d  
have keen set had fie employee i n i t i a l l y  entered the FAA a t  the l o w r  grade. 
In se lec t ing  the  sa l a ry  s t ep ,  take i n t o  account any within-grade increase(s )  
t h a t  mu ld  have been received a t  the l o w r  grade. 

2 Waiting Pericd Determination. After es tab l i sh ing  the  
p o p r  grade and s t g p  a s  i n  pa rq raph  14a(3) ( c ) l ,  e s t ab l i sh  the waiting 
period f o r  advancement t o  the  next s t e p  where i7 would have Seen i f  the 
enployee had entered Federal Service a t  the l o w x  grade. Consider 
within-grade increases  t h a t  mu ld  have been applicable.  

EXAMPLE: (S i tua t ion  3) 

1/3/82 Ehtered Federal Service GS-7/1 ($16,559) 
1/2/83 WIG - GS-7/1 ($16,559) t o  GS-7/2 ($17,111) 
7/17/83 Cemoted - GS-7/2 ($17,111) to GS-6/2 ($15,398) 
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EXPLAI\TATIC@?S: ( Si tua t  ion 3 ) 

Salary. If  the employee had entered Federal Service a t  
GS.6 ra ther  than GS-/S&~~ muld have entered a t  the  GS-6/1 s t e p  and K X L ~ ~  

have been granted a WIG to GS.6/2 on 1/2/83. Therefore, since the  employee 
muld have been in  GS-6/2, t h i s  is the proper s t e p  for  the employee. 

Waiting Period. If the employee had entered Federal 
Service a t  the  lower grade, a NIG muld  have been received on 1/2/83: 

1/3/82 mtered  Federal Service GS-6/1 ($1 4,90 1 ) 
1/2/83 WIG - GS-6/1 ($14,901) t o  GS-6/2 ($15,398) 
7/17/83 EZnployee muld have k e n  i n  GS-6/2 ($15,398) 

The employee was denoted t o  GS-6 on 7/17/83. If  the 
employee had entered Federal Service a t  GS-6 rather  than GS-7, he/she would 
have been in GS-6/2 on 7/17/83, having received a FKIG t o  GS-6/2 on 1/2/83. 
Therefore, the employee's waiting p r i o d  t o  GS6/3 w i l l  begin on 1/2/83, the 
da te  he/she would have received a r i IG  t o  GS-6/2. 

(d) Situation 4. The employee is demted t o  a grade which is 
leer than the grade held before l a s t  promotion. 

1 Salary Determination. F i r s t  determine what the sa lary  
muld  have been i f  &at  prmotion had not occurred. In select ing the sa lary  
s t ep ,  consider within-grade increase(s)  tha t  the employee would have been 

- 

e n t i t l e d  t o  before the l a s t  prcenotion. Next apply r u l e  ( a a ) ,  (bb) ,  o r  ( c c ) ,  
whichever is appopr  ia te .  

( aa )  I f  the r a t e  in the grade from which last promoted 
is the same a s  a s t e p  r a t e  i n  the grade t o  which the employee is d m t e d ,  the 
next lover s t e p  r a t e  of the grade t o  which demoted sha l l  be paid. 

(bb) If the r a t e  in  the grade fran which l a s t  panoted  
f a l l s  between tm s t e p  r a t e s  of the grade t o  which demoted, the lower s t ep  
r a t e  s h a l l  be paid. 

(CC) I f  the r a t e  in the grade from which l a s t  promoted 
is above the maximun s t ep  r a t e  of the qrede to h i c h  demoted, the employee 
s h a l l  be paid the maximun s t ep  r a t e  of the grade t o  which denoted. 

2 Waiting Period Determination. After establishing the 
proper grade and s t zp  a s  in  paragraph 14a( 3)  ( d )  1 ,  es tabl i sh  the waiting 
prid for advancement to  the next s t ep  in the grade to  which denoted a t  the 
l a t e s t  date of the following : 

( aa )  The date of the f i r s t  promotion to the grade from 
which danoted. 
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(bb)  The da te  of the last w i t h i n ~ a d e  increase 
following the  f i r s t  pranotion and pr ior  t o  the  promotion t o  the grade from 
vhich demoted. 

EXAMPLE: (S i tua t ion  4) 
e 

1 /3/82 WIG - GS-9/1 ($20,256) t o  GS-9/2 ($20,931) 
9/19/82 Prcmotion - GS.9/2 ($20,931) t o  GS-10/1 ($22,307) 
7/17/83 M o t i o n  - GS-10/1 ($22,307) t o  GS-8/6 ($21,394) 

Sdlary. I f  the employee had never been p m t e d  t o  GS-10, 
he/she m u l d  have r- a WIG t o  GS-9/3 on 1/2/83. h 7/1 7/83, the da t e  
the employee was downgra3ed f r m  GS-10 t o  GS-8, he/she muld  have been i n  
GS-9/3 i f  he/she had never been prcmoted. The pay r a t e  for  GS-9/3, $21,606, 
f a l l s  be twen  GS-8/6 ($21,394) and GS-8/7 ($22,005). Therefore the employee 
is placed in  GS-8/6 s ince  t h i s  r a t e  is the lover of the tho ra t e s .  

Waiting Period. I f  the employee had never been p m t e d  
t o  GS-10, he/she would have received a 'MG t o  GS-9/3 cn 1/2/83 a s  follows: 

1/3/82 WIG - GS-9/1 ($20,256) t o  GS-9/2 ( $20,93 1 ) 
1/2/83 WIG - GS-9/2 ($20,931) t o  GS-9/3 ($21,606) 
7/17/83 Employee muld  have been GS-9/3 ($21,606) 

The employee was denoted t o  GS-8 on 7/17/83. If the 
employee had never been pranoted t o  GS-10, the WIG would have been e f f e c t i v e  
1/2/83. Therefore, the anployeel s waiting ~ e r i o d  t o  GS-8/7 w i l l  begin on 
1/2/83, the da t e  he/she would have received a WIG t o  GS-9/3. 

( 4 ) Fai lure  t o  Cmplete  "Supervisory Probation,." When an employee 
f a i l s  t o  ccmplete the  probationary period for  a supervisory o r  managerial 
p s i t i o n  and the employee requests  a demotion t o  the grade frcnn which 
p r m t e d ,  set the  sa l a ry  where it muld  have been set i f  the p ramt ion  had 
not occurred. If the request is fo r  a denotion t o  an intermediate grade, set 
the s a l a r y  a t  the r a t e  a t  which it muld  have been set haJ the employee been 
i n i t i a l l y  pranoted t o  the intermediate grade. Include any within-grade 
increases  t h a t  the employee would have been e n t i t l e d  t o  before pranotion t o  
the s u p r v  isory o r  managerial psit  ion. 

b. Career Prcqression/Enhancement Denotion. When an employee accepts a 
l o w r  grade posi t ion for  career progression o r  career  enhancement p u r p s e s  
( including moving from a p s i t i o n  with l imited advancement p t e n t i a l  t o  a 
lover grade p s i t i o n  witii advancement p t e n t i a l )  and such a danotion does not  
e n t i t l e  the anployee to pay re ten t ion ,  the employee's pay w i l l  be set in  
accordance with the r u l e s  contained i n  t h i s  subparagraph. The determination 
a s  to whether o r  not a demotion is fo r  career  progression o r  career 
enhancement p u r p s e s  w i l l  be made by the pxsonnel  o f f i c e r  o r  the  personnel 
o f f i c e r 1  s designee. Such denotion ac t ions  a r e  NOT t o  be considered 
"voluntary" nor t o  nave wen " i n i t i a t e d  by the employee." 

Chap 2 
Par 14 Page 15 



( 1 )  Pay-Setting Rules. 

( a )  If the enployee's exist ing r a t e  of pay is above the top 
s t ep  of the g r ide  t o  which demoted, the employee1 s pay w i l l  be set a t  the top 
step. 

(b)  If the enployeel s 
s teps  of the grade t o  which demoted, 
higher step. 

(c) If  the enployeel s 
of the s teps  i n  the lower grade, the 
step. 

existing r a t e  of pay f a l l s  betwen trno 
the employee1 s pay w i l l  be set a t  the 

existing r a t e  of p y  is the same a s  one 
employee's pay w i l l  be set a t  tha t  

( 2 )  Examvles of Demotion for  Career Prmression/Ennancement. 

(a)  Tbe employee lacks and has never had the experience 
required for  a higner level s t a f f ,  managenent, o r  supervisory p s i t i o n .  A 
p s i t i o n  which o f f e r s  the employee an o p p r t u n i t y  t o  g e t  the experience 1s 
available under the b l e r i t  Frunotion Frqran or Internal Placement Frcgram 
procedures. In order to gain the experience and susequent ly  prcgress, the 
employee applies  for  the p s i t i o n  and is selected. The mve is for  career 
pxqress ion o r  enhancement i f :  

1 The Imve is fran a nonsuprvisory p s i t i o n  to a lower 
grade supxvisory  @sition and this type of experience has no t  k e n  gained by 
the employee. 

2 The m e  is fran a supemisory l i n e  p s i t i o n  to a s t a f f  
p s i t i o n  a t  a l o w r g r a d e  and this type of experience has not been gained by 
the enployee. 

(b) Tne qency  initiates a s~ecial placenent prcgran which 
involves so l i c i t ing  applications from employees wfio w i l l  nave t o  lower grade 
p s i t i o n s .  me employee applies ard is selected for the Fogram. The mve  
is from one p s i t i o n  t o  another under an qency  in i t i a t ed  special  placement 
p rC9ra  

c. Demotion Following Promotion of Limited Duration. When an employee 
is restored t o  a former lower g ra ie  p s i t i o n ,  o r  another p s i t i o n  a t  the sane 
lower grade following a p a w t i o n  wnich was of limited duration, the pay w i l l  
be set a t  the r a t e  in the lower grade t o  whicn the employee a u l d  have been 
ent i t led  i f  the pramtion had not occurred. 

d.  Demotion Involving S ~ e c i a l  Recruitment Problems. binen an employee 
voluntari ly requests a demotlon to a Ips l t lon  w l t h  whlch the FAA is 
expxiericiny recruitment -problems such a s  with f i l l i n g  a p s i t i o n  requiring 
s~ecial  s k i l l s  &/or expr ience  mich  is c r i t i c a l l y  needed, o r  f i l l i n g  a 
p s i t i o n  which has one or more very undesirable features such as  ming 
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i so la ted  a t  a remote locat ion,  the o f f i c i a l  r e s p n s i b l e  fo r  s e t t i ng  the  
sa l a ry  may pay the  maxinun sa l a ry  ~ermissible under the  highest ,previous r a t e  
rule. The employes must have a performance r a t ing  of s a t i s f ac to ry  o r  be t t e r  
ard the  voluntary demotion must enable the FAA t o  f i l l  the  p s i t i o n .  

e. Demotion Resulting £ran Misconduct. +hen an employee is denoted 
because o r  mlscorduct, #e sa la ry  r a t e  1s established a t  the sane nunerical 
s t e p  i n  the lover grade a s  was occupied i n  the higher g r d e .  

f .  Demotion of Elnployees on Grade o r  Pay Retention. A demotion a s  a 
r e s u l t  o i  an employee on grade o r  pay re ten t lon  decl lnlng a "reasonmle o f f e r  
of a p s i t i o n "  is to be ,considered an involuntary demotion for  pay-setting 
p u r p s e s .  A demotion is also considered involuntary when an employee Wo is 
on grade re ten t ion  elects to terminate grade re ten t ion  benefi ts .  

15. ON RES~ORATION AFTER MILITARY SERVICE. An employee who is 
e n t i t l e d  t o  r e s to ra t ion  r i g h t s  a f t e r  mi l i t a ry  service s h a l l  be reemployed in 
one of the  f o l l o w l q  mys:  

a. A t  the  yrade of the p s i t i o n  l e f t  to enter  mi l i ta ry  service, a t  a 
s a l a r y  r a t e  whlch automatically i nc l ldes  any within-grade increases accruing 
d u r i q  the absence. 

b. I f  promoted t o  a higher G S  grade M i l e  i n  the mi l i t a ry  service,  a t  a 
s a l a ry  r a t e  Wlch lncllrles any wlthln-grade increases accruing between the 
d a t e  of prcanotion an3, res tora t ion  to duty. 

1 6 .  SALARY ON CHANGE BFIWEEN PAY SYSTEMS. 

a. Elnployees with reemployment r i g h t s  under 625(d) of the Foreign 
Assistance A c t  of 1961. 

( 1 )  When an i n i t i a l  appin tment  is made to a p s i t i o n  under t h i s  
a c t ,  (and no pranotion is rnvolved) , the employee w i l l  normally be paid a t  
the nearest  foreign canpensation g r d e  , which represents  his/her former G S  
r a t e ,  plus 5 percxnt. 

(2 )  The sa l a ry  w i l l  be set by credi t ing all within-grade increases 
#a t  mu ld  have been received l f  the employee had renained i n  the p s i t i o n  
t h a t  the enployee l e f t  to go to the Pgency fo r  Internat ional  Evelopnent  
( A I D )  assig-xnent, OR the sa l a ry  w i l l  be s e t  a t  a r a t e  which does not exceed 
the enployee' s highest  ~ e v i o u s  r a t e ,  whichever is higher. The highest 
previous r a t e  inclcrfes the employee's pay a s  it was computed urder the 
Foreign Compensation Schedule. 

( 3 )  An employee re turn i ry  k a n  an AID as s igmen t  ,my be e n t i t l e d  to 
w y  re ten t lon  urder the agency's grade and pay re ten t ion  Order 3550.11A. 

b. Wage Rnployees. The follcwiry ru l e s  govern salary determinations 
when employees move t r an  ~ o s l t i o n s  under the Federal Wage System t o  GS 
p s i t i o n s .  
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( 1 ) General Rule. If an anployee is not el ig i b l e  for  pay 
retention,  the sa lary  w i l l '  be set a t  the l o w s t  s t ep  r a t e  of the C;S p s i t i o n  
(except a s  provided i n  paragraphs 16b(2) and 16b( 3 )  t 5a t  w i l l  not r e s u l t  in a 
l o s s  in  the annual r a t e  of basic pay. If there is no sa lary  r a t e  in the  GS 
p s i t i o n  assigned tha t  equals o r  exceeds the exist ing ailmudl r a t e  of basic 
pay, the sa lary  w i l l  be placed a t  the maximun s t ep  of the grade of the ZS 
position. 

( 2 )  Special Provisions for  &on-Foreiyn Areas. This p l i c y  a w l  i e s  - 
to emplojzes in a noriforeiyn area ( e . g . ,  Alaska, Hawaii, GumI Pusrto Rim, 
e tc . )  for  a i c h  a cost-of-living allowance or pst d i f f e r e n t i a l  has been 
p-escribed by the OFM under Part 59 1 ,  PFM Eupplement 990-1. In applying the 
highest previous r a t e  r u l e  when an employe2 moves from a 'rJG position t o  a GS 
p s i t i o n ,  the cost-of-living allowance o r  pst d i f fe ren t i a l  ~ e s c r i b e d  for  
the GS p s i t i o n  w i l l  be added t o  the basic compensation of the GS p s i t i o n  in 
determining the sa lary  r a t e  to Le paid. 'me maximun basic r a t e  allowable is 
the s t e p  r a t e  which w i l l  not r e su l t  in  loss of sa lary  for  the enployee when 
the basic r a t e  is increases by the cost+£-living allowance or wst 
d i f fe ren t i a l  . 

( 3 ) Use of Night Differentials  and Ehvironmental Differentials .  In 
calculating the sa lary  of an mployee w b  moves, a s  d i s t i q u i s h e d  fran being 
converted, frm the WG to the GS pay system, night  d i f f e ren t i a l s  and environ- 
mental d i f f e r e n t i a l s  are to be considered par t  of basic pay for  the vX; psi- 
tion. Eanp les  pravided i n  appendix 1 ,  items 3 and 4 ,  i l l u s t r a t e  a nethcd 
for  es tadl i sh i rq  the rg i l i r ed  basic r a t e  of m p n s a t i o n  for  employees who 
w r k  rotat ing sh i f t s .  

c. Merit Pay System t o  GS. Ch conversion from the merit pay system to 
tne GS, the pay of an enployee sha l l  be fixed a t  the s t ep  which has an equal 
r a t e  of pay, except tha t  i f  the r a t e  of pay prior to conversion f a l l s  between 
tm steps of the grade to be converted, the employee sha l l  be paid the r a t e  
of the higher s tep.  

d. Salary on Reemployment After Transfer to An International 
Organization. Upn reemployment an employee is e n t i t l e d  t o  the sane r a t e  of 
pay he/she would have been en t i t l ed  t o  had he/she remained continmusly in  
the Ekderal Service. 

1 7. WITHIN-GRADE INCREASES. Employees who occupy Fernanent psit ions that  
a re  c l a s s i f i ed  and w i d  urder the G S  and w b  have not reached the maximun 
s t ep  of the grade o? the p s i t i o n  may be granted a within-grade increase as 
prescribed by section 5335 of t i t l e  5 ,  USC. 

a. Time Limited kpmintment. Employees are not e l ig ib le  for  
within-grade increases while serving urder a time limited appintment of 
1 year o r  l e s s .  Service under t h i s  type of a p i n t m e n t  muld  be creditable 
in  the amputation of a s i q l e  waiting period u p n  conversion t o  a Iprmanent 
a p i n t m e n t  o r  u p n  reenployment in a prmanent p s i t i o n  following a break i r  
service of 52 e k s  o r  less .  
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b. Waiting Period. Employees must complete a waiting ~ e r i o d  a s  
regulated by Code of Federal Rqu la t ions  5, sect ion 531.405. 

c. Acceptable Level of Competence. &fore a within-qrade increase can 
be granted, upon cunpletion of the waiting period precribed by law, a 
c e r t i f i c a t i o n  must be a d e  t h a t  the  employee's m r k  is of an acceptable l e v e l  
of competence i n  accordance with Order 3400.13, General Performance Appraisal 
Systan, appendix 4. 

d .  Equivalent Increase. An "equivalent increase" is an increase or 
increases  i n  s a l a ry  equal t o  o r  g rea t e r  than the amount of the within-rade 
increase f o r  the grade in  which the anployee is serving o r  l a s t  served during 
the mi t ing  period u d e r  consideration. 

( 1  ) An employee nay not  receive a within-qrade increase i f  he/she 
has received an "equivalent increase" during the prescribed waiting ,a r iod .  
A new waiting p e r i d  must begin f r an  the e f f ec t ive  da t e  of the "equivalent 
increase. " 

( 2 )  When an employee receives more than one increase in  the  r a t e  of 
basic  pay during a waiting p r i o d  , no one of which is an equivalent increase,  
the f i r s t  and subsequent increases during the waiting period s h a l l  be a3ded 
together u n t i l  they m u n t  t o  an equivalent increase,  a t  which time the 
employee s h a l l  'be deemed ta have received an equivalent increase. 

W: Wage increases received durirq the waiting pricd, in  a 
previously held WG pos i t ion ,  whkh resu l ted  from l o c a l i t y  
surveys, a r e  not to be considered in  determining whether the 
employee received an equivalent increase. 

(3 )  Prenim ccan~ensation for  overtime, night ,  W a y ,  o r  holiday 
duty  paid in  addi t ion t o  an employee's basic  s a l a ry  does not cons t i t u t e  an 
equivalent increase in  compnsation. 

( 4 )  Payment of foreign and nonforeign allowances and d i f f e r e n t i a l s  
does not cons t i t u t e  an equivalent increase in  compensation. 

( 5 )  A "qual i ty  increase" ( i .e., an ex t r a  s t e p  increase in  
r e q n i t i o n  of high qua l i ty  performance) does not cons t i t u t e  an equivalent  
increase in  cunpnsa t ion .  

( 6 )  An increase in  m p n s a t i o n  resu l t ing  f rom the establishment of 
higher minimun r a t e s  and re la ted  schedules fo r  r ec ru imen t  and re ten t ion  
p u r p s e s  is not t o  be considered an equivalent increase. 

(7 )  Statutory pay increases a r e  not t o  be considered equivalent 
increases .  

( 8 )  Final determinations a s  t o  whether an employee has received an 
"equivalent increase" and therefore must begin a new waiting period w i l l  be 
made by the servicing p r sonne l  off  ice .  
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APPENDIX 1. PAY-SETTING EXAMPLES AND EXPLANATIONS 

1. OBTAINING THE MAXIMUM PAYABLE RATE FOR NCN-MERIT PAY EMPLOYEES PAID UNDER 
THE GS. 

January 1974 Highest previous r a t e ,  $21,366.00 per annun 
(GS-13/2) 

January 1974-1 980 Break i n  Federal Service 

January 1980 

January 1981 

Za2employed as GS-11/1 (highest previous r a t e  ru le  
not applied) 

Pranoted to GS-12/8, $33,237 per annun (maximm 
payable r a t e  u s i q  the highest previous r a t e )  

a. Steps t o  Mimuin Payable Rate. 

( 1 ) Use the wy scale tha t  was current in January 1974 (time highest 
previous r a t e  was earned). 

( a )  Cm t ha t  w y  scale locate the s t e p  of the GS-12 (grade to 
which clinployee is currentiy being prcmoted) which is equal to o r  grea ter  than 
the CS-13/2 r a t e  of $21,366.00. This is s t ep  8 of the GS-12. 

(b) 'Transfsr tha t  g r d e  and s t ep  to the current pay scale f o r  
January 1381. 

( 2 )  Use the pay scale tha t  was current in  January 1981 (time of 
$ramtion ac t ion) .  Identify the r a t e  of basic pay for  the  (3-1  2, s t ep  8. 
This is the maximun r a t e  of basic pay tha t  may be paid the employee. 

b. Sumary. The maximun r a t e  of basic pay reflects the s t ep  determined 
on the old pay scale ard brought forward t o  the pay scale tha t  is current fo r  
the personnel action being processed. The highest previous r a t e  determines 
the s t e p  tha t  w i l l  be used. If the do l l a r  amount f a l l s  between tho s teps  (on 
the old sca le)  of the grade to which the enployee is being assigned, t i e  
higher of the t w  is used a s  the s t ep  in the r a t e  (grade and s tep)  tha t  is 
transferred from the old m y  scale t o  the new pay scale. 

2. EXPL?WiTION OF HIGHEST PREVIOUS RATE EARNED IN A POSITICBJ NOT SWECI' TO 
THE GS. The employee wxked for  the Federal a v e r m e n t  i n  a p s i t i o n  subject 
t o  a KG Schedule in C e m b e r  1973. Durinq the sane month the enployee 
accepted a GS-7 p s i t i o n  with FAA. T b  determine the enployeet s highest 
previous r a t e ,  the actual  r a t e  earned a t  the time of Meral S e n i c e  ( i n  t h i s  
example, $7.86 Fer hour) must be computed on an annual bas is  ($16,348.80 per 
annun) . This r a t e  ($16,348.80) is then ampared t o  the annual r a t e s  lh ich  
were authorized wder tne GS and i n  e f f e c t  a t  the t i m e  of the Federal 
Service. An equivalent annual r a t e  ( i .e . , GS grade and s tep)  tha t  is of 
maximun benefit  to the employee is selected. In t h i s  example the employee's 
actual  r a t e  of $16,348.80 per annun f e l l  b e t w n  tm r a t e s  within the range 
of two o r  more grades under the &toter 1973 GS; GS-10 (s teps  7 and 8) a d  
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GS-11 ( s t e p s  4 and 5 ) .  m equivalent annual r a t e  (i .e. ,  GS grade and s t e p )  
t h a t  is of maximail benef lt La the  employse is se lec ted .  The maximun henef it 
derived by the  enployee muid o c c x  ~y applying the r a t e  f o r  the GS- 1 1 , 
s t e p  5 ($1 6,627). ,This r a t e  (i .e. ,  GS-11, s t e p  5 )  'becomes the "equivalent 
annual r a t e "  ard tnus is tile enployee's h i s t e s t  ,previous r a t e .  

This equivalent  a m u a l  r a t e  ( i . e . ,  grade and s t e p )  is then compared to 
the  1973 GS races i n  e f f e c t  a t  t h a t  tune Lor t h a t  grade and s t e p ,  and the  
employee's s a l a r y  is set s o  t h a t  it r e f l e c t s  the cur ren t  do l l a r  value f o r  the 
employee's highest  previous r a t e ;  i.e., the grade and s t e p  selected a s  the 
highest  previous r a t e .  Since this r a t e  exceded  the r a t e  for  t he  h ighes t  
s t e p  ($12,957) of GS-7 ( t h e  grade a t  which the  employee had accepted 
employment with FAA), the  enployee's s a l a r y  was set a t  s t e p  10 of  GS-7. 

In December 1974, the enployee was p a n o t e d  t o  a G S 3  7 p s i t i o n .  Upn 
p a n o t i o n ,  the employee's highest  previous r a t e  ( G S - 1 1 ,  s t e p  5)  nus t  be 
converted under the 1974 GS r a t e s  t h a t  became e f f e c t i v e  on October 13, 1974, 
t o  $1 7,545. &cause t h i s  equivalent  annual r a t e  ( i  .e., GS-11, s t e p  5)  
exceeded the  r a t e  for the highest  s t e p  of the GS-9 grade ($16,693) , the  
employee's s a l a r y  was set a t  s t e p  10 of the GS-9 grade. 

In December 1 975, the mployee was pranoted to a GS- 1 1 pos i t ion .  U p n  
p r m t i o n  t o  t he  GS-11 ' p a i t i o n ,  t he  employee ' s highest  previous r a t e  (GS.11, 
s t e p  5)  must be converted under the 1975 GS r a t e s  t h a t  kcme e f f e c t i v e  on 
Qtober 12, 1975, t o  $18,423. ?he employee's pay is set a t  GS-11, s t e p  5 
($18,423); a t  t h i s  p i n t  the enployee has caught up witn his/her highest  
previous r a t e  and nas received tne mininun t w s t e p  s a l a r y  increase required 
u p n  promotion. -sequent pay fo r  p a n o t i o n  ac t i ons  (e.g . , t o  GS-12) would 
be set by applyiry ths mininun t w s t e p  s a l a r y  increase requirement. 

3. TOTAL NIGHT DIFFERENTIAL RECEIVE23 BY A WG EMPLOYEE WHO i.KJVES TO A GS 
POSITION. An employee's most recent  c m p l e t e  c y c l i c  schdule involves a 
35-day period. The eqployee is ac tua l ly  scheduled t o  mrir; a t o t a l  of 25 days 
o u t  of the  35-day cycle.  l 3 e  employee mrks :  

a .  Five s h i f t s  £ran 10:OO a.m. t o  6:30 p.m. 

b. Seven s h l f t s  froin 3:00 a.m. t o  1 l:3(3 p.;n. 

c. Six s h i f t s  from 8:00 a.in. t o  4:3U p.m. 

d. Seven s h i f t s  from 11:00 p.m. t o  7:30 a.m. 

G£ the 25 s h i f t s  ac tua l ly  wrked  , the  employee mrked 7 evening s h i f t s ,  
which are com&ensable a t  the 7 1/2-prcent  d i f f e r e n t i a l ,  and 7 inidnight 
s h i f t s ,  which are m p n s a b l e  a t  the 10 percent d i f f e r e n t i a l .  ?he remaining 
1 1 s h i f t s  are wrked  during times when a major i ty  of the hours w r k d  d id  no t  
f a l l  b e t e e n  the  hours fo r  which a night  d i f f e r e n t i a l  is payable. 
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Annualizing the  time mrked on the  evening s h i f t  r e s u l t s  i n  the employee 
mrking  7/25 x 2,080 hours = 582.4 hours. Assming a scheduled r a t e  of $9.00 
per hour, the employee f o r  evening s h i f t s  is e n t i t l e d  t o  a 7 1/2 p r c e n t  
n ight  d i f f e r e n t i a l  ( 7  1/2 percent of $9.00 = $.675). Therefore, the 
employee's evening s h i f t  d i f f e r e n t i a l  can be detennined a s  582.4 hours x 
$.ti75 o r  $393.12. 

Annualizing the time mrked on the midshif t r e s u l t s  in  the employee 
mrking  7/25 x 2,080 hours = 582.4 hours. Assuning a scheduled r a t e  of $9.00 
per hour, the employee for  inidshifts is e n t i t l e d  t o  a 10 percent night 
d i f f e r e n t i a l  (10 percent of $9.00 = $.go). Therefore, the midshift  
d i f f e r e n t i a l  can be determined a s  582.4 hours x $.90 = $524.16. 

?he employee's t o t a l  night d i f f e r e n t i a l  of $917.28 ($393.12 + $524.16) is 
added t o  the employee's scheduled r a t e  of pay of $18,720 ($9.00/hour x 
2,080 hours) t o  a r r i v e  a t  the employee's r a t e  of bas ic  pay $19,637.28 
($917.28 + $18,720). The enployee's r a t e  of basic  pay of $19,637.28 is the 
correct r a t e  t o  use i n  deterinining the p r o p r  s t e p  in  the  GS g r d e  a t  which 
t o  set the e ip loyee ' s  s a l a ry  when the mployee moves t o  the GS p s i t i o n .  

NOTE: Employees who a r e  excused f ran  w r k  on a holiday should be 
considered t o  have wrked whatever s h i f t  they m u l d  have mrked had they 
not been excused. 

4. TVTAL NIGHT AND ENVIFCXWWTAL DIFFERENTIAL RECEIVED BY A FX; EMPLOYEE WHO 
MOVES TO A GS POSITION. An employee's most recent  m p l e t e  cyc l i c  schedule 
involves a 3 5 4 a y  period. 'Ihe enplovee is ac tua l lv  scheduled t o  w r k  a total - - 
of 25 days ou t  of t he  35-day cycle.  The employee i r k s :  

Five s h i f t s  f ran  10:OO a.m. to 6:30 p.m. 

Seven s h i f t s  £ran 3:00 p.m. t o  1 1  :3O p.m. 

Six s h i f t s  £ran 8:00 a.m. t o  4:30 p.m. 

Seven s h i f t s  from 1 1  :00 p.m. t o  7:30 a.m. 

Night D i f f e ren t i a l .  Of the 25 s h i f t s  ac tua l ly  mrked ,  the employee 
mrked 7 eveninq s h i f t s ,  *ich a r e  cawensable a t  the  7 1/2 cercent 
d i f f e r e n t i a l ,  $Id 7 midshif ts ,  which k e  m p e n s a b l e  a t  tile j0  percent 
d i f f e r e n t i a l .  ?he remaining 1 1  s h i f t s  a r e  wrked during times when a 
majori ty  of the hours wrked did not f a l l  between the hours for  which a night 
d i f f e r e n t i a l  is payable. 

Annualizing the time mrked on the evening s h i f t  r e s u l t s  in  the employee 
mrking  7/25 x 2,080 hours = 582.4 hours. Assuninq a scheduled r a t e  of $9.00 
per hour, the employee for  evening s h i f t s  is e n t i t l e d  t o  a 7 1/2 percent 
nignt  d i f f e r e n t i a l  (7  1/2 p r c e n t  of $9.00 = $.675). 'Iherefore, the 
employee's e v e n i q  s h i f t  d i f f e r e n t i a l  can be determined a s  582.4 hours x 
$.675 o r  $393.12. 
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Annualizing the time worked on t h e  m i d s h i f t  r e s u l t s  i n  t h e  employee 
w r k i n g  7/25 x 2,080 hours  = 582.4 hours. Assuning a scheduled r a t e  o f  $9.00 
per hours,  t h e  employee f o r  m i d s h i f t s  is en t i t l ed .  t o  a 10 percen t  n i g h t  
d i f f e r e n t i a l  ( 10 percent  of $9.00 = $.go). Therefore,  t h e  midsh i f t  
d i f f e r e n t i a l  can be determined a s  582.4 hours  x $.go = $524.16. 

N U E :  Lhployees who a r e  excused frcm m r k  on a b l i d a y  snould be 
considered t o  have wxked whatever s h i f t  they m u l d  have worked had they 
n o t  k e n  excused. 

Environmental D i f f e r e n t i a l .  During t h e  25 s n i f  ts a c t u a l l y  worked , the 
employee was exrpsed t o  s i t u a t i o n s  f o r  vhich a d i f f e r e n t i a l  is author ized 
under p a r t  I ,  appendix J, o f  FPM %?plenent 532-1 a s  follows: 

D a Y  Period o f  E x p s u r e  D i f f e r e n t i a l  Hate D i f f e r e n t i a l  Earned 

2:14 p.m. - 2:20 p . ~ .  
25 percen t  

4 pe rcen t  
4 p r c e n t  

4 p r c e n t  

25 p r c e n t  
25 p r c m t  

4 pe rcen t  

25 percent  

4 p r c e n t  

1 hour a t  4 pe rcen t  
0 (second e x p s u r e  

i n  sane hour)  
1 hour a t  25 p r c e n t  

(pay f o r  an hour a t  
h igher  rate) 

1 1/2 hours  a t  
25 Fercent  (pa id  i n  
mu1 t i p l e s  o f  
15 minutes f o r  
e x p s u r e  beyond 
1 hour) 

1 hour a t  25 percen t  
(see fol lowing)  

15 minutes a t  
25 percen t  
(Cont inuat ion o f  
greced ing hour ) * 

15 minutes a t  

*(Cont inuat ion of preceding hour: paid a t  h ighes t  d i f f e r e n t i a l  r a t e  
&en more than one e x p s u r e  occurs  dur ing a c o n t i n w u s  pricd of  
time. See paragraph 328 of Order 3550.10, Pay Pdrninistrat ion 
(General  ) , f o r  a d d i t i o n a l  c l a r i f i c a t i o n )  . 

D i f f e r e n t i a l  earned dur ing this pricd is based on a t o t a l  o f  1 hour o f  
exrpsure  a t  4 p r c e n t  r a t e ,  and 4 hours of e x p s u r e  a t  25 p r c e n t  rate. The 
t o t a l  nunber o f  hours mrked  by t h e  enployee during h i s  most r e c e n t  complete 
c y c l i c  schedule is 8 hours x 25 s h i f t s  = 200 hours. 

Annualizing the time worked a t  the rate of  4 pe rcen t  r e s u l t s  in t h e  
employee w r k i n g  1/200 x 2,080 hours  = 10.4 hours. Simi la r ly ,  annual iz ing 
t h e  time m r k e d  a t  a r a t e  of 25 percen t  r e s u l t s  i n  t h e  employee m r k i n g  4/200 
x 2,080 hours  = 41.6 hours. 
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Four p r c e n t  ( d i f f e r e n t i a l )  x ( W j l O ,  Step 2; on t h e  c u r r e n t  r e g u l a r  
Nonsupervisory Xage Schedule f o r  t h e  a r e a )  = cents-pr-hour  amount t o  be 
paid.  Assunin9 a scheduled r a t e  o f  $4.22 p r  hour, f o r  WG-10, s t e p  2, t h e  
employee is e n t i t l e d  t o  a d i f f e r e n t i a l  amount o f  $. 17 ( 4  percent  of $4.22). 
S imi la r ly ,  where a 25 p r c e n t  d i f f e r e n t i a l  is author ized and assuning a 
scheduled r a t e  of $4.22 per hour f o r  FKilO, s t e p  2, t h e  mployee  is e n t i t l e d  
to a d i f f e r e n t i a l  m o u n t  o f  $1.06 (25 p r c e n t  o f  $4.22). 

The employee ' s environmental s h i f t  d i f f e r e n t i a l  a t  a d i f f e r e n t i a l  rate of 
4 p r c e n t  can be determined a s  10.4 b u r s  x 5.17 o r  $1.77. The environmental 
s h i f t  d i f f e r e n t i a l  a t  a d i f f e r e n t i a l  rate of 25 percen t  can be determined as 
41.6 hours x $1.06 o r  $44.10. 

The employee's t o t a l  environmental d i f f e r e n t i a l  o f  $45.87 ($44.10 + 
$1.77) is added t o  t h e  employee's scheduled rate of  pay o f  $1 8,720 
($9.00/hour x 2,080 hours)  p l u s  t o t a l  n i g h t  d i f f e r e n t i a l  o f  $917.28 ($393.12 
+ $524.16) t o  a r r i v e  a t  t h e  employee's r a t e  of b a s i c  pay o f  $19,683.15 
($45.87 + $917.28 + $18,729). The employee's r a t e  o f  b a s i c  pay of $19,683.15 
is t h e  correct r a t e  to use i n  determining the  p r o p r  s t e p  i n  t h e  GS grade a t  
which to set t h e  enployee 's  s a l a r y  when the  employee noves t o  t h e  G S  
p s i t i o n .  
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